
Revised:  01/20/2012 

RULES & REGULATIONS FOR THE NEIGHBORHOOD COMMUNITY CENTER 
EVENT with ALCOHOL ROOM RENTAL 

GENERAL:  The Neighborhood Community Center is a Non-Smoking City facility. 
Office Hours:  Monday – Friday, 8:00am – 5:00pm  
Rental Hours:  Monday – Thursday, 8:00am – 11pm.; Friday – Saturday, 8:00am – 1:00am; Sunday 8:00am – 11pm 
 

PREPARATION TIME: Allows for delivery, caterer, florist, and those decorating to enter the facility prior to guest arrival.  Security Guards are not required to 
be on site during preparation time. 
 

EVENT TIME: Upon arrival of guests, event time shall begin and continue through contracted hours.  Security Guards must be on the premises during event 
time.  Guests will not be allowed to enter facility until security is on duty. 
 

CLEAN-UP TIME: Clean-up time is a minimum of one hour following the exit of guests from facility.  All personal/rental items must be removed from the 
facility.  WE DO NOT PROVIDE STORAGE.  All items remaining in the facility will be subject to disposal and $150 per hour may be retained from rental deposit.  
Initials:   
 

BARBECUING: Is allowed in specified areas only and under strict conditions.  Prior approval MUST be obtained. 
STAGE AND DANCE FLOOR:  No food or drink is permitted on the stage or dance floor. 
 

ANIMALS:  Only service animals are allowed in the building pursuant to ADA regulations.  Permission for any other animals requires prior approval from the 
Recreation Coordinator at the Neighborhood Community Center. 
 

DECORATING: No objects are to be suspended, attached or affixed to ceilings, walls, window blinds, stage floor, stage drapes, dance floor or carpeted 
folding doors.  No tape, tacks or pins are to be used on facility property or furnishings.  NO CANDLES, CONFETTI, GLITTER, RICE OR BIRDSEED are allowed 
in or around the facility.  Prior approval must be obtained for use of helium balloons. It is suggested that the patron concentrate on table decorations and portable 
room decorations only.  Initials:               
 

CLEAN-UP:  The PATRON is responsible for wiping spills from tables, chairs, walls, carpet; removal of trash can liners to outside dumpsters; removing large 
pieces of trash, balloons, etc. from the carpet area and stage, and cleaning of the kitchen. Cleanup may include vacuuming and/or mopping.     NOTE:  ALL 
GREASE and FOOD ITEMS such as rice, beans, and meat MUST BE DISPOSED OF IN OUTSIDE DUMPSTER.  Rental deposit may be retained for insufficient 
clean-up. 
 

PARKING: There is no loading, unloading, or parking in any area other than marked parking stalls. 
 

SECURITY: Security Guards will be required at all events with guest count over 100 persons; when alcoholic beverages are being served, or at the discretion 
of the Recreation Manager or designated representative.  Security guards are required to be on premises during event time.  Security is not required during 
preparation or cleanup times.  It is the patron's responsibility to contract independently with a licensed, bonded and unarmed security company.  Written proof of 
service, copy of license and bond insurance paperwork must be provided no later than 45 days prior to event or your event may be cancelled and rental deposit 
retained. For private events, ONE SECURITY GUARD PER 100 PERSONS IS REQUIRED; for open events when alcohol is being served, ONE SECURITY 
GUARD FOR EACH 50 PERSONS IS REQUIRED.  Children must be supervised by patron at a rate of 1 adult per10 children.  Written proof of service, copy 
of license and bond insurance paperwork are due by:      Initial:    
 

RENTAL DEPOSITS:  All rental deposits are in addition to rental fees and are refundable after the rental, provided patron abided by alcohol and 
beverage rules, is out of the facility on time, clean up has been done properly and there has been no damage to facility and furnishings.  If any of the above 
requirements have not been met, an appropriate amount of the rental deposit will be retained.  Any group using the Neighborhood Community Center will be 
invoiced any additional cost over the deposited amount, for loss or damage to equipment.  Initials:    
 

ALCOHOL & BEVERAGE RULES: 
1. All alcohol and beverages must be distributed over a bar unit into individual servings.  Cups are to be clear in color (plastic only) and limited to an 

8 oz. serving size for hard liquor and 12-oz. for serving beer.  Maximum of two alcoholic beverages per person allowed to be dispensed per visit to 
bar. 

2. No cans (alcoholic or non-alcoholic) will be allowed. 
3. If no alcoholic beverages are being served at event, plastic bottles will be allowed on tables. 
4. Alcohol refers to beer, wine, champagne and hard liquor.  Beverages refer to all other liquids (no red colored based drinks allowed).  
5. All alcohol and beverages must be consumed inside the contracted area of the center. 
6. Use of alcohol beverages at the center must be requested at the time the contract is initiated.  The City reserves the right to place restrictions on 

the use of alcoholic beverages in accordance with State Law, City Ordinance and Recreation Division policy.  Failure to comply with any rules and 
regulations will result in immediate revocation of permission to serve alcohol and may result in immediate closure of event and retention of rental 
deposit. 

7. No alcoholic beverage shall be served to any persons under 21 years of age.  The bartender shall not consume alcohol while on duty. 
8. Injuries caused to any person as a result of alcoholic beverages being served to, or consumed on the City's premises, or arising off the City 

premises, or as a result of alcohol being available on the City premises shall be the sole responsibility of the contract rental patron, organization, 
its sponsor and adult representative. 

9. When serving champagne, all bottles must be opened in the enclosed area outside the kitchen.  After champagne is served, all bottles must be 
removed to kitchen for disposal or to bar unit for dispensing.  All glass bottles of beer, wine or soda must be served over bar unit.. 

10. Serving and/or selling of alcoholic beverages will be allowed for a maximum of five (5) hours.  Sale of alcohol drink tickets must end two hours 
prior to end of serving hours.  Serving of any alcoholic beverage must end one hour prior to exit time of guests.   

11. The designated person in charge of alcohol for the event shall remove all alcohol beverages at the closure of alcohol service time, from the event 
area and from premises at the conclusion of the rental. 

12. The distribution or consumption of alcoholic beverages shall comply with all applicable laws, including regulations of the Alcoholic Beverage 
Control Board.  Any organization utilizing City premises shall be solely responsible for obtaining all required permits or licenses relating to the 
distribution and consumption of alcoholic beverages on the premises.  THIS IS NOT THE RESPONSIBILITY OF THE CITY. 

13. Evidence of required permits, licenses or insurance must be provided to the Neighborhood Community center staff 30 days prior to scheduled 
event. 

14. No sales or request for donation for alcoholic beverages are permitted without a license from the State Alcoholic Beverage Control Department 
(714) 558-4101, 8 a.m. - 5 p.m., Monday - Friday, 28 Civic Center Plaza, Room 369, Santa Ana, CA 92701.  Patron must request a letter from 
Neighborhood Community Center personnel 45 days prior to event and then submit letter to Alcohol Beverage Control Department in order to 
obtain license to sell alcohol. 



NOISE RESTRICTIONS: 
We try to be good neighbors in this residential area; therefore, noise level is monitored.  Musicians and/or entertainment must adhere to appropriate dB levels for 
this facility.  NCC staff will provide one warning only.  Failure to heed warning may result in shut-down of your party.     Initial:   
 

OTHER RESTRICTIONS 
No smoke/fog machines, bubble machines, or electric generators allowed in this facility.  Initial:    
 
Backstage access is for loading and unloading only.  Backstage power outlets are not available.  There is no food or drink allowed. Initial:    
 

NOTICE OF CANCELLATION AND FEE INCREASES: 
All cancellations must be made in writing for a rental refund consideration.  Refunds are subject to a cancellation fee. When applicable notice of cancellation is 
provided, all pre-paid rental fees and the cleaning/damage deposit will be refunded minus the cancellation fee.  Cancellation requests made LESS than ONE 
HUNDRED TWENTY (120) days prior to scheduled use of the Costa Mesa, Adams or Baker Rooms and LESS than SIXTY (60) days prior to the use of 
Fairview, Harper, Paularino, Victoria and Hamilton Rooms shall result in forfeiture of all pre-paid rental fees, and a cancellation fee will be retained from the 
cleaning/damage deposit collected by the City.  All facility rental fees are subject to change. 
 

The City reserves the right of cancellation with NINETY (90) day notice*.  Cancellation by the City will result in a full-refund. *Note: If a cancellation is necessary, 
notice will be given as far in advance as possible, but not less than ninety days, barring unforeseen emergency or act of nature.   Initial   The City of Costa 
Mesa reserves the right to increase fees.    Initial    
 

ACKNOWLEDGEMENT: 
I have received the following documents: copy of contract; general rules/regulations for facility and alcohol service; fees applicable for reservation, map and 
event set-up sheet.   Initial     
 

I understand that all events contracted after December 1, 1999, may require us to abide by all new and/or revised rules and regulations pertaining to the facility 
limited hours of contract and security services upon implementation. Initial     
 

Per City Council action (February 20, 2001), the following Community Center Alcohol Policy is applicable: 
 

 Initial    Alcohol will be prohibited from events where the primary focus is for youth under the age of 21 (i.e. baptisms, bar mitzvahs, bah 
 mitzvahs, quinceaneras, birthdays and graduation parties). 

 
 Initial   Rental patron will be given a copy of the "Responsible Host" Guidelines to read and forward to the designated "Responsible 
    Host Server(s)"  for event.  Name(s) of person(s) designated as the "Responsible Host Server(s)" must be given to the 
    community center office forty-five (45) days prior to  event date.  Responsible Host Server(s) must check in with NCC 
    event staff prior to bar opening.  All alcohol must be in building prior to beginning of event. 
 
 Initial   All rental patrons serving alcohol will be required to furnish a "Certificate of Insurance for Liability", in the amount of  
    $1,000,000,  naming the City of Costa Mesa as additionally insured.  This one-day event certificate may be purchased 
    through the City. 
 

STATEMENT OF UNDERSTANDING & RECEIPT: I, hereby acknowledge that the rules and regulations pertaining to the rental rooms at the 
Neighborhood Community Center, 1845 Park Avenue, Costa Mesa, CA 92627, have been explained to me in full and that all paperwork, permits, changes to 
contract or payments due for SEMINAR ROOMS must be received in the business office thirty (30) days prior to event and COSTA MESA ROOM must be 
received in the business office forty-five (45) days prior to event.  Failure to submit paperwork, permits and/or monies due may result in cancellation of permit 
and any reservation dates on said permit.  Paperwork, permits, changes and monies are due by:      Initial      
 

WAIVER: I, the undersigned, do hereby agree to indemnify and hold harmless the City of Costa Mesa, and any of their officers, agents, or employees from any 
liability or claim or action for damages resulting from or in any way arising out of the use of the facility or equipment and will agree to abide and enforce the 
Rules, Regulations and Policies governing the facility as set forth by the City of Costa Mesa.  Said patron will accept all responsibility for any damage to 
premises, furniture, equipment, or grounds resulting from use of facility. 
 
I HAVE READ AND AGREE TO ALL THE RULES, POLICIES, AND REGULATIONS FOR THE NEIGHBORHOOD CENTER. 
 
Please print name (patron making reservation):              
 
Please sign name (patron making reservation):              Date:   
 
Contact:  cell phone:         email:         
    
NCC Staff Signature:                Date:    
 
Event Name:                Event Date:    
 
                
      

Prep Time:         to   Initial    
 
Event Time:         to   Initial    
 
Cleanup:         to    Initial    
 
Alcohol to be served? (Check and initial selection)      Yes    No 
  
Bar Hours       to    Initial    
 
Permit #:        Projected Attendance:       

Revised:  01/20/2012 


	RULES & REGULATIONS FOR THE NEIGHBORHOOD COMMUNITY CENTER


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


